
DGS-550-1
REV. 7/86

DEPARTMENT OF GENERAL SERVICES
Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO-1U06 - 9

PAGE
NO. 1 of 4

Department of Public Safety
and Correctional Services Division of Correction

Agency Division
Item
No. Description Retention

FACILITIES MAINTENANCE AREA;

FLEET SERIES;

This series include all the forms, reports
and other material containing fleet
information.

A. M-FORMS
1. M-Form -1
2. M-Form -2
3. M-Form -3
4. M-Form -18
5. M-Form -19

B. Fleet Safety Forms
1. FS-1
2. FS-2

C. Accident Review Board Reports

D. Inventory of Vehicles

E. Insurance Claims Reports
1. Accord
2. Tort Claims

F. Computer Print-Out
1. Cost
2. Mileage
3. Depreciation

POWER HOUSE LOGS:

This series includes all the forms, reports
and other material containing general cor-
respondence information.

Retain for seven
(7) years at
institution, then
destroy.

Retain for seven
(7) years at
institution, then
destroy.

Schedule Approved by Department,
Agency, or Division Representative

Date Title
1/

Schedule Authorized by

/Date/ State Archivist



DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET) SCHEDULE

NO. 1liO6 - 9
PAGE
NO. 2 of 4

Item
No.

3.

4.

5.

Description

A. INSTITUTIONAL LOGS

B. CORRESPONDENCE

1. Letters and Memos
2. Material Requests

MAINTENANCE PERSONNEL FILE SERIES:

This series includes all the forms, reports
and other material containing individual
personal information.

A. Time Sheets
B. Leave Requests
C. Evaluations
D. Disciplinary Letters
E. Receipt for DCR's & I.D.'s
F. Commendations
G. Any "Material of Record" Forms

SPECIFICATIONS:

This series contains project specifications
and solicitation logs.

A. Specifications

1. Detailed specifications-Critical
Maintenance Projects

2. Alternates
3. Drawings

B. Specification Log

1. Institutional Projects
2. Transmittal Letters

C. Solicitation Log, including Contractor
Bids

ASBESTOS RECORDS:

This series includes building survey re-
ports, medical and training records.

Retention

Destroy after the
employee leaves
the institution.

Review annually
and destroy
obsolete
material.

Retain at insti-
tution until no
longer adminis-
tratively useful.
Transfer periodi-
cally to Md.
State Archives.



DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET) SCHEDULE

NO. 1L06 - 9
PAGE
NO. 3 of 4

Item
No.

6.

7.

8.

9.

Description

A. Building Survey
1. Traco Reports
2. Inmate Health Hazard Reports
3. Priority Listing
4. Asbestos Facility Management Plan

B. Training
1. Level II Listing
2. Training Schedules

C. Medical
1. Medical Monitoring Schedules
2. Medical Monitoring Results

FIRE SAFETY:

This series includes all the forms,
reports and other materials containing
fire safety information.

A. Fire Procedures
B. Fire Drill Schedules
C. Monthly Reports

ENERGY:

This series include all the forms, re-
ports and materials containing energy
information.

A. Monthly Energy Report (DCR-70-6AR)
B. Energy Consumption Reports

MOSH CITATIONS:

This series include all the forms, re-
ports and other materials containing MOSH
citation information.

A. Notification of Posting
B. Notification of Compliance

ELEVATOR INSPECTIONS:

This series include all the forms, reports
and other material containing elevator
information.

A. Notification Letter
B. Institutional Correspondence

Retention

Retain at insti-
tution for ten
(10) years, then
destroy.

Retain for three
(3) years at in-
stitution, then
destroy.

Retain at insti-
tution until no
longer adminis-
tratively useful,
then destroy.

Retain at insti-
tution for fif-
teen (15) years,
then destroy.



DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET) SCHEDULE

NO. 11*06 - 9
PAGE
NO. 4 of 4

Item
No. Description Retention

10,

11.

TOXICS:

This series includes all the forms,
reports and other documents containing
information about toxic materials

A. PCBS

1,
2.
3,
4,

Location
Transformer Testing Results
Specifications
Replacement Schedule

Retain at insti-
tution while
administratively
useful. Transfer
periodically to
Md. State
Archives.

B. TOXIC LIST

1. Type of Toxic
2. Location
3. Material Specifications

GENERAL CORRESPONDENCE:

This series contains all the forms,
reports and other materials of a general
administrative nature.

A. Institutional Correspondence
B. State Agency Correspondence

Retain for three
(3) years and
until all audit
requirements have
been met, then
destroy.



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
aiTM Rreoans nprvjjTfOM ncfamj IX
(DOS SSO- I )

1 . DEPARTMENT/AGKNCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P.O. BOX X7 I

JESSUP, MARYLAND X07S4

X. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE ' OF M

S. UNIT

Facilities Maintenance

DEFINITION-RECORD SERIES A a*oup or MILATBO COORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AMP DISPOSITION

4. RECORD SERIES TITLE

Facilities Maintenance Fleet

e. RECORD SERIES DESCRIPTION (•"••rtr DESCRIBE THE TYPES or INPORMATION/DOCUMENTS/PORMS FOUND
IN THE SERIES. INCLUDE TMB PURPOSE OR FUNCTION OF THE SERIES!

This series include all the forms, reports
and other material containing fleet
information.

A. M-Forms
B. Fleet Safety Forms
C. • Accident Review Board Reports
D. Inventory, of Vehicles

E. Insurance Claims Reports
F. Computer Print-Out

7. RECORD SERIES FORMAT(S)

a LETTER SIZE • MICROFILM

Q LEOAL SIZE a COMPUTER TAPE

O BOUND BOOK • FLOPPY DISK

O AUDIO TAPE O VIDEO TAPS

O OTHER(SPECIFY)

t. RECORD SERIES f

• ALPHABETICAL

O NUMERICAL

° CHRONOLOGICAL

• GEOGRAPHICAL

B OTHER(SPECIFY)

». VOLUME
• FILE DRAWER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)
• OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

• FILE DRAWER(S)
O MICROFILM REEL(S)
• COMPUTER TAPE(S)
O OTHER!SPECIFY)

II . FILE IS USED

D DAILY MONTHLY

IX. FILE (COMES INACTIVE AFTER
O MONTH(S) Q YEAR(S)

IS. CURRENT LOCATION(S) ( .(FLOOR, 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlP YEW, SPECIFY AOEKCY OR OFFICE)

• NO

IS. ACCESS RESTRICTIONS a YES ° NO
( IF YES, CITE LAB(S) * RSaULAT I ON ( S)

!•. AUDIT REQUIREMENTS

Q NONE Jb STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM
BRIEFLY AND DBSCRI

a YES a NO

» (IF YES.EXPLAIN
ANY HARDWARE./SOFTWARE)

IS. RETENTION

Retain for seven
(7) years at
institution, then
destroy.

It. NAME AND TITLE OF PREPARER

yles Carpeneto, Director of
Procurement Services

X0. TELEPHONE NUMBER

(301) 764-4113

XI. DATE

DCS 350-4 (REVISED X/07)



INSTRUCTIONS'-TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION
(DOS »B0.|)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207*4

AGENCY RECORDS INVENTORY

PACK OF II
I . DEPARTMENT/AGENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

1. UNIT
Facilities Maintenance

DEFINITION •RECORD SER1E8-A O"OU*' O P RWLATWO RECORDS NORMALLY FILED AND USED AS A UNIT FOR
R«F»R»HCE AW WELL AW RETENTION AND DISPOSITION wntMHI •_

4. RECORD SERIES TITLE

Facilities Maintenance Power House Logs

I « . RECORD SERIES DESCRIPTION {mntmn-r ««»CRISI
IN THE SERIES.

POWER HOUSE LOGS:

Or INPORMATION/DOCUMENTS/PORMS FOUND
INCLUDE THE PURPOSE Oil FUNCTION OF THE SERIES)

This series includes all the forms, reports
and other material containing general cor-
respondence information.

A. INSTITUTIONAL LOGS

B. CORRESPONDENCE

1. L e t t e r s and Memos
2. M a t e r i a l Requests

7 . RECORD SERIES FORMAT(S)

O LETTER SIZE • MICROFILM

O LEGAL SIZE • COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

• AUDIO TAPE D VIDEO TAPE

• OTHER(SPECIFY)

SERIES f

B ALPHABETICAL

• NUMERICAL

O CHRONOLOOICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

I. VOLUME

• FILE DRAWER(S)
• MICROFILM REEL(S)
O COMPUTER TAPE(S)
• OTHER! SPECIFY)

10. ANNUAL AT ION

• FILE DRAWER(S)
• MICROFILM REEL(S)
° COMPUTER TAPE(S)
D

II . FILE IS USED

O DAILY MONTHLY

12. FILE [COMES INACTIVE AFTER
O MONTH(S) a YEAR(S)

IS. CURRENT LOCATION!S) ( .,FLOOR, 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES, SPECIFY /.OEKCY OR OFFICE)
• YES O NO

IS. ACCESS RESTRICTIONS O YES ° NO
(IF YES, CITS LAW(S) A REGULATION!S)

1«. AUDIT REQUIREMENTS

O NONE X^ STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM
•RIEFLY AND DESCRI

a YES a NO

(IP YES.EXPLAIN
ANY HAROWARK/SOFTWARE)

It. RETENTION

Retain for seven
(7) years at
institution, then
destroy.

[». NAME AND TITLE OF PREPARER

lyles Carpeneto, Director of
Procurement Services

21. DATE

DCS 830-4 (REV1



INSTROCT I QMS - • TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULJ
(DOS •SO'I )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 20714

AGENCY RECORDS INVENTORY

PACK OF

t. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

». LNIT
Facilities Maintenance

DEFINITION-RECORD SERIES A OROUP OF RELATED RECORDS NORMALLY PILED AND USED AS A UNIT POR
» AS BELL AS RETENTION AND DISPOSITION PU

4. RECORD SERIES TITLE

Facilities Maintenance Personnel File

• . RECORD SERIES DESCRIPTION j""l«FI'T DMCRIBB TUB TYPES Or INFORMATION/DOCUMENTS/FORMS POUND
IN THE SERIES. INCLUDE TMB PURPOSE OR FUNCTION OP THE »SR1M]

This series includes all the forms, reports
and other material containing individual
personal information.

A. Time Sheets
B. Leave Requests
C. Evaluations
D. Disciplinary Letters
E. ' Receipt for DCR's & I.D.'s

7. RECORD SERIES FORMAT(S)

a LETTER SIZE ° MICROFILM

O LEGAL SIZE • COMPUTER T

• BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

a OTHER(SPECIFY)

RECORD SERIES t

O ALPHABETICAL

O NUMERICAL

D CHRONOLOGICAL

a GEOGRAPHICAL

D OTHER(SPECIFY)

I. VOLUME

• FILE DRAWER!8)
O MICROFILM REEL(S)
O COMPUTER TAPE1SJ

NUMBER Q OTHCRjSPECIFY)

10. ANNUAL ACCUMULATION

• FILE DRAWER(S)
B MICROFILM REEL(S)

MJIIBIR ° COMPUTER TAPE(S)
a arwrp(BPcrirv)

II . FILE IS USED

X DAILY MONTHLY

12. FILE ICOMBS INACTIVE AFTER
• MONTH(S) 0 YEAR(S)

13. CURRENT LOCATION(S) ( ..FLOOR, ROOM) 14. IS
(IP

a YES

SERIES DUPLICATED ELSEWHERET
SPECIFY AOENCT OR OFFICE)

O NO

18. ACCESS RESTRICTIONS Q YES • NO
(IP YES, CITE LAB(S) A RBOUUATI ON ( S)

I«. AUDIT REQUIREMENTS

a NONE E S T A T E O FEDERAL a INDEPENDENT

17. IS AN INDEX SYSTEM
BRIBPLY AND DBSCRI

o YES a NO

t (IP YES.EXPLAIN
ANY HARDWARE/SOFTWARE)

10. RETENTION

Destroy after the
employee leaves
the institution.

19. NAME AND TITLE OF •ARER

yles Carpeneto, Director of
Procurement Services

2 0 . TELEPHONE NUMBER

(301) 764-4113 •

X I . DATE

DCS 380-4 (REVISED 2/07)



INSTRUCT IONS " T Y P E OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 110-1 )

. I . DCPARTMENT/AGENCY
^Public Safety and
I Correctional Services

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP. MARYLAND 2Q7t4

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

— JL-JL
S. UNIT
Faci l i t ies Maintenance

DEFINITION-RECORD SERIES-A 9mOV* O P ««tATBO RECORDS NORMALLY PILED AND USED AS A UNIT
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPttBM

| 4. RECORD SERIES TITLE

Facilities Maintenance Specifications

I •. RECORD SERIES DESCRIPTION (•"IBPtT DESCRIBE THE TYPES OP INPORMATION/DOCUMKNTS/PORMS POUND
IN TME SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SB*tE*)

This series contains project specifications B* Specification Log
and solicitation logs. 1

! Institutional Projects
A. Specifications 2. Transmittal Letters

1. Detailed specifications-Critical
Maintenance Projects C Solicitation Log

Bids

7. RECORD SERIES FORMAT(S)

O LETTER SIZE • MICROFILM

O LEGAL SIZE • COMPUTER TAPS

• BOUND BOOK • FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

Q OTMCR(SPECIFY)

RECORD SERIES SE

• ALPHABETICAL

O NUMERICAL

° CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

». VOLUME

NUMBSR

• FILE DRAWER(8)
0 MICROFILM REEL(S)
O COMPUTER TAPE(S)

c lryj

10. ANNUAL ACCUMULATION

D FILE DRAWER(S)
° MICROFILM REEL(S)
D COMPUTER TAPE(S)
D QTHFP/spprIrv I

II . FILE IS USED

WEEKLY • MONTHLY

SCOMES INACTIVE AFTER
• MONTH(S) O YEAR(S)

IS. CURRENT LCCATION(S) ( ..FLOOR, 14. IS

(IP

a YES

SERIES DUPLICATED ELSEWHERET

SPSCIPV /.OENCY OR OFFICE)

• NO

18. ACCESS RESTRICTIONS

(IP YES, CITE
a YES • NO
ailkAT I ON ( S )

l«. AUDIT REQUIREMENTS

• STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM

BRIEFLY AKD DBSCRI

a YES a NO

t (IP YES.EXPLAIN
ANY MARDBAR*./SOFTWARE)

I*. RETENTION

Review annually
and destroy
obsolete
material.

9 . NAME AND TITLE OF >ARER

yles Carpeneto, Director of

Procurement Services

20. TELEPHONE NUMBER

(301) 764-4113

21. DATE

Shh,
DCS S30-4 (REVI 2/«7)



'INSTRUCT IONS --TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS »SO»t)

1 . DEPARTMENT/ AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX X7I

JESSUP, MARYLAND 20714

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACK vS or ' »

«. UNIT

Facilities Maintenance

DEFINITION-RECORD SERIES. A a " ° « * O r « t A T E O RECORDS NORMALLY PILED AND USED AS A UNIT FOR
REFERENCE AS SELL AS RETENTION AND DISPOSITION wtimmammm

4 . RECORD SERIES TITLE

Faci l i t ies Maintenance Asbestos Records

I •. RECORD SERIES DESCRIPTION {BRIEFLY DESCRIBE THE TYPES Or
IN THE SERIES.

INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE TKK PURPOSE OR FUNCTION OP TMB SBR1KS

This series includes building survey re-
ports, medical and training records.

1.. Traco Reports

7. RECORD SERIES FORMAT(S)

O LETTER SIZE ° MICROFILM

O LEGAL SIZE O COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

) a AUDIO TAPE ° VIDEO TAPS

O OTHER(SPECIFY)

2. Level II Listing 3

•. RECORD SERIES SEQUENCE

Q ALPHABZTICAL

° NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

a OTHER(SPECIFY)

11' FILE IS USED

a DAILY O WEEKLY j( MONTHLY

IJ. CURRENT LOCATION!S) ( BLDO. .FLOOR,ROOM)

IS. ACCESS RESTRICTIONS Q YES • NO
( IP VKS, CITB LAW(S) A RMULATI0M( s)

17. IS AN INDEX SYSTEM USED* ( |p YKS.BXPLAIN
BRIEFLY AND DBSCRIBS3 ANY MAROBARS/ SOPTVARB)

0 YES O NO

. I». NAME AND TITLE OF PREPARER

rMyles Carpeneto, Director of
Procurement Services

Medical Monitoring Schedule

1. VOLUME
• FILE DRAWER(S)
° MICROFILM REEL(S)
D COMPUTER TAPE(S)

NUMKR D O T H I R( S P E C| rYj

10. ANNUAL ACCUMULATION
• FILE DRAWER(S)
a MICROFILM REEL(S)

N U M H H ° COMPUTER TAPE( S )
. O ATUITBf fSBC<- f PV 1

1Z- FILE BECOMES INACTIVE AFTER

mm-—-— O MONTH(S) 0 YEAR(S)

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES, SPBCIPY AOBNCY OR OFFICE)
a YES o NO

1«. AUDIT REQUIREMENTS

• NONE ESTATE • FEDERAL a INDEPENDENT

It. RECOMMENDED RETENTION
Retain at institution until no longer
administratively useful. Transfer periodi-
cally to Md. State Archives.

20. TELEPHONE NUMBER

(3Q1) 764-4113

2f . DATE

shhi
DGS 3 8 0 - 4 (REVISED 2 / « 7 )



IMSTRUCT I QttS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION BCHFDUU1
(DOS 1B0-I )

OEPAR-nCNT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX 371

JESSUP. MARYLAND 207M

AGENCY RECORDS INVENTORY

PACK OF

I. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

S. UNIT
F a c i l i t i e s Maintenance

DEFINITION-RECORD SERIES A GROUP OP MLATKO RKOORDS NORMALLY FIUKO AND VIID AS A UNIT POR
AS MCLL AS WTKNTION AND DISPOSITIONmrwmci

4. RECORD SERIES TITLE

Facilities Maintenance Fire Safety

«. RECORD SERIES DESCRIPTION (•"IK|rtr OKBCRISB THB TYPIt OP INFORMATION/DOCUMENTS/FORMS POUND
IN THE SERIES. INCLUN TH* PURPOSE OR FUNCTION OP TMK M I M M

This series includes all the forms,
reports and other materials containing
fire safety information.

A. Fire Procedures
B. Fire Drill Schedules
C. Monthly Reports

7. RECORD SERIES FORMAT(S)

• LETTER SIZE O MICROFILM

O LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE B VIDEO TAPE

O OTHER(SPECIFY)

«. RECORD SERIES f

• ALPHABETICAL

O NUMERICAL

O CHRONOLOGICAL

a GEOGRAPHICAL

B OTHER(SPECIFY)

t. VOLUME
• FILE DRAWER(S)
O MICROFILM REEL(S)
• COMPUTER TAPE(S)
• OTHER( SPECIFY)

10. ANNUAL ACCUMULATION
• FILE DRAWER(S)
O MICROFILM REEL(S)
a COMPUTER TAPE(S)
D m-MEl»( BPTr irv)

II . FILE IS USED

O DAILY WEEKLY MONTHLY

12. FILE CCOMES INACTIVE AFTER
• MONTH(S) • YEAR(S)

IS. CURRENT LOCATION!S) { 14 IS RECORD SERIES DUPLICATED ELSEWHEREt
tlF YBS, SPKCIPY /.OBKCY OR OPPICS)
O YES O NO

IS. ACCESS RESTRICTIONS
(IF VKS, CITK LAW(S) *

a YES • NO
RMULATION(S)

16 AUDIT REQUIREMENTS

O NONE ^STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDt (IF VKS.KXPLAIN
•RIBPUV AND OKSCRIRB ANY HAROWARK/SOPTW/

a YES a NO

I*. RECOMMENDED RETENTION

Retain at insti-
tution for ten
(10) years, then
destroy.

kt«. NAME AND TITLE OF PREPARER

lyles Carpeneto, Director of
Procurement Services

21. DATE

DOS 3S0-4 (REVI 2/«7)



IHSTRUCT IQNS • - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDUU
(DOS SSO'l )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP. MARYLAND 207t4

AGENCY RECORDS INVENTORY

PACK 7 or
I. DEPARTMENT/AGENCY

Public Safety and
Correctional Services

2. DIVISION

Division of Correction

S. UNIT

Facilities Maintenance

DEFINITION •RECORD SERIES -A 0mOUm O r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION W M M M l •_

4. RECORD SERIES TITLE

Facilities Maintenance Energy

I. RECORD SERIES DESCRIPTION (WnlKrUr "ESCRIBE THE TYPES Or INFORMATION /DOCUMENTS/ FORMS FOUND

IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES

This series include all the forms, re-
ports and materials containing energy
information.

7 .

a

a

) °
a

i t

: is

IS

17

A .
B .

Monthly Energy Report (DCR-70-6AR)
Energy Consumption Reports

RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHER(SPECIFY)

' r iLE IS USED

O DAILY Q i

. CURRENT LOCATION(S)

. ACCESS RESTRICTIONS
( 1F YES , C1 TS I_AB( S )

. IS AN INDEX SYSTEM I

BRIEFLY AND DBSCRI

O YES • NO

S . RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

Q CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

IEEKLY ^ MONTHLY

(BLOC. .FLOOR.ROOM)

a YES o NO
A RSaULATION(s)

BED» ( I F YES.EXPLAIN
BB ANY HARDWARE,/SOFTWARE)

^ 1 9 . NAME AND TITLE OF PREPARER

FMyles Carpeneto, Director of
Procurement Services

«*• FILE

Runnr

t . VOLUME
O FILE DRAWER(S)
• MICROFILM REEL(S)
O COMPUTER TAPE(S)

NUMBER p OTHHHSPECIFY)

1 0 . ANNUAL ACCUMULATION

D FILE DRAWER(S)
O MICROFILM RCEL(S)

fiUBCTir ° COMPUTER TAPE(S)
• nrurB| Rsrn wv \

BECOMES INACTIVE AFTER
• MONTH(S) a YEAR(S)

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?
t l P YES, SPECIFY AOSNCV OR OFFICE)
• YES O NO

I « . AUDIT

a NONE

I t . RECO

2 0 . TELEPHONE NUMBER

(301) 764-4113

REQUIREMENTS

p STATE O FEDERAL ° INDEPENDENT

WmSXD RETENTION

Retain for three
(3) years at in-
stitution, then
destroy.

21 . DATE

DCS 3S0-4 (REVISED 2/«7)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS iso-t)

1. DCFARTMENT/AGENCY
1 Public Safety and
1 Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX 171

JESSUP, MARYLAND 207»4

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

**« JL. or JX
1. UNIT

Facilities Maintenance

DEFINITION •RECORD SERIES** 9mOU* OW *«LATBD RECORDS NORMALLY PILED AND USED AS A UNIT POR
WS.FCRMMCE AS WELL AS RETENTION AND PIBPOBITIOil >u»Mi«

4. RECORD SERIES TITLE

Facilities Maintenance MOSH Citations

• . RECORD SERIES DESCRIPTION {•"IKFUr DESCRIBE TN« TYPES OP INPORMATION/DOCUMENTS/PORMS FOUND
IN THE SERIES. INCLUOK THE PURPOSE OR FUNCTION OF THE

This series include all the forms, re-
ports and other materials containing MOSH
citation information.

A. Notification of Posting
B. Notification of Compliance

7 . RECORD SERIES FORMAT(S)

• LETTER SIZE C MICROFILM

O LEOAL SIZE • COMPUTER TAPE

D BOUND BOOK ° FLOPPY DISK

Q AUDIO TAPE Q VIDEO TAPE

° OTHER( SPECIFY)

S. RECORD SERIES SE

Q ALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

» . VOL

NUMMR

• FILE DRAWER(S)
O MICROFILM REEL(S)
0 COMPUTER TAPE(S)

1 0 . ANNUAL ACCUMULATION
• FILE DRAWER(S)
0 MICROFILM REEL(S)
O COMPUTER TAPE(S)
D

II . FILE IS USED

DAILYf, MONTHLY

>*• FILE BECOMES INACTIVE AFTER
• MONTH(S) a YEAR(S)

IS. CURRENT LOCATION(S) ( 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP VCS, SPKCIPV AOSNCY OR OPFICK)

a YES a NO

IS. ACCESS RESTRICTIONS • YES O NO
(IF VKS, CITK LAW(S) A RBOUUATION(S)

16. AUDIT REQUIREMENTS

• NONE 1&-STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( IP VWS.BJCPLAIN
BRIBPLY AKD DKSCRIBB ANY HAROBARS/SOPTW,

a YES a NO

I S . RETENTION

Retain at institution until no longer
administratively useful, then destroy.

NAME AND TITLE OP PREPARER

1yles Carpeneto, Director of
Procurement Services

DCS 550-4 (REVI



•INSTRUCT I O N S"TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDUUC
(DOS 1101)

1. DCPARTMENT/ACCNCY
Public Safety and

I Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 207*4

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE / OF //

«. UNIT

Facilities Maintenance

DEFINITION-RECORD SERIES*A OROUP OF RBLATED RECORDS NORMALLY Ft LCD AND USED A« A UNIT FOR
RSFCRKNCE A» EBL4. AS RTKNTION AND DISPOSITION PUWOIKI

4. RECORD SERIES TITLE

Facilities Maintenance Elevator Inspections

I «. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBB TKE
•IN THE SERIES.

TYPBS OF" INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THB SERIES

This series include all the forms, reports
and other material containing elevator
information.

7.

a

a

a

a

it

19

IS

17

A. Notification Letter
B. Institutional Correspondence

RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE ° VIDEO TAPE

OTHER(SPECIFY)

t. RECORD SERIES SEQUENCE

° ALPHABETICAL

Q NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

0 OTHER(SPECIFY)

' FILE IS USED

• DAILY D WEEKLY ^MONTHLY

. CURRENT LOCATION!S) (BLDO..FLOOR,ROOM)

. ACCESS RESTRICTIONS O YES • NO

(IF YES, CITE L A B ( S ) • RBaULATION(s)

. IS AN INDEX SYSTEM USEDT (lr YES.EXPLAIN

BRIEFLY AKD DESCRIBB ANY HARDBARB./SOFTWARE)

a YES a NO

|l». NAME AND TITLE OF PREPARER

^Myles Carpeneto, Director of
Procurement Services

'*• FILE

nnnv
14. IS RE<

tlF Yl

a YES

If. AUDIT

• NONE
V

1 •. RECOt

20. TELEPHONE NUMBER

(301) 764-4113

j

t. VOLUME

• FILE DRAWER(8)

• MICROFILM REEL(S)

O COMPUTER TAPE(S)
vB ^vSHtSvSB)W pt ^̂ rfBJML̂ B̂ P w^ t C?W^BC^^ 9 BP^^F \

10. ANNUAL ACCUMULATION

0 FILE DRAWER(S)

O MICROFILM REEL(S)

cnnmr Q COMPUTER TAPE I S i
Q OTVBTB/ RDTr 1 S-V 1

BECOMES INACTIVE AFTER

• MONTH(S) Q YEAR(S)

»RD SERIES DUPLICATED ELSEWHERET
CB, SPECIFY /.BENCY OR OFFICE)
O NO

REQUIREMENTS

QLSTATE O FEDERAL D INDEPENDENT

— K D E D RETENTION

Retain at insti-
tution for fif-
teen (15) years,
then destroy.

21 . DATE

DOS SSO-4 (REVISED 2/«7)



tMSTMJCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 110-1}

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 271

JESSUP. MARYLAND 207M

AGENCY RECORDS INVENTORY

PAGE //

1. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

I. UNIT
Facilities Maintenance

DEFINITION-RECORD SERIES'* a"OUf' O F ««tATBO RECORDS NORMALLY PILED AND USED A* A UNIT FOR
REFERENCE AS EELL AS RETENTION AND PIIFO1ITIBM WMWIMt

! 4. RECORD SERIES TITLE
Facilities Maintenance Toxics

BRIEFLY DESCRIBE THE TYPES«. RECORD SERIES DESCRIPTION (
IN THE SERIES.

This series includes all the forms,
reports and other documents containing
information about toxic materials

A. PCBs

1.
2.
3.

• 4.

Location
Transformer Testing Results
Specifications
Replacement Schedule

or INPORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES]

B. TOXIC LIST

1. Type of Toxic
2. Location
3. Material Specifications

7. RECORD SERIES FORMAT(S)

O LETTER SIZE ° MICROFILM

a LEGAL SIZE • COMPUTER TAPE

a BOUND BOOK ° FLOPPY DISK

• AUDIO TAPE • VIDEO TAPE

• OTHER(SPECIFY)

• . RECORD SERIES SB

O ALPHABETICAL

O NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

I . VOLUME

• FILE DRAWER(S)
D MICROFILM REEL(S)
Q COMPUTER TAPE(S)

a OTHER(spec IFY)

1 0 . ANNUAL ULATION
• FILE DRAWER(S)
O MICROFILM REEL(S]
° COMPUTER TAPE(S)
D

I II. FILE IS USED

a DAILY WEEKLY MONTHLY

IJ. CURRENT LOCATION!S) (

12 • FILE BECOMES INACTIVE AFTER
• MONTH(S) Q YEAR(S)

14. IS RECORD SERIES DUPLICATED ELSEWHEREt
tlP VKS, SPECIFY AOCNCV OR OFFICE)
a YES o NO

18. ACCESS RESTRICTIONS O
(IF YES, CITE LAW(S) •

° NO l«. AUDIT REQUIREMENTS

£ NONE O STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF VES.EXPLAIN
BRIEFLY AND DESCRIES! ANY NAROVARS/SOFTWARE)

a YES a NO

It. RECOMMENDED RETENTION
Retain at institution while administratively
useful. Transfer periodically to Md. State
Archives.

19. NAME AND TITLE OF PREPARER

'Myles Carpeneto, Director of
Procurement Services

21 . DATE

DOS SSO-4 (REVISED 2/«7)

_



INSTKUCT I QMS • • TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION BCHEDUU
(DOS ifO-l)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISION

727« WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207M

AGENCY RECORDS INVENTORY

PACK

I . DCFARTMENT/AGENCY
Public Safety and
Correctional Services

Z. DIVISION

Division of Correction

1 . UNIT
Facilities Maintenance

DEFINITION-RECORD SERIES A OROUP OP RBLA'

RBFCREHCS AS W U
TBD RECORDS NORMALLY PILBO AND USBO A* A UNIT FOR

AS RETENTION AMD DHW1ITIMI »UR»««M

4. RECORD SERIES TITLE
Facilities Maintenance General Correspondence

• . RECORD SERIES DESCRIPTION (•"l«FL-r DESCRIBE THE TYPES OP INPORMATION/DOCUMEMTS/PORMS FOUND
•I" THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES]

This series contains all the forms,
reports and other materials of a general
administrative nature.

A. Institutional Correspondence
B. State Agency Correspondence

7. RECORD SERIES FORMAT(S]

• LETTER SIZE ° MICROFILM

O LEOAL SIZE • COMPUTER TAPE

° BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE ° VIDEO TAPE

• OTHER(SPECIFY)

SERIES I

• ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

• OTHER(SPECIFY)

t. VOLUME
• FILE DRAKR(8)
0 MICROFILM REEL(S)
O COMPUTER TAPE(S)
• OTHER(SPECIFY)

10. ANNUAL ULATION
• FILE DRA»ER(S)
O MICROFILM REEL(S)
• COMPUTER TAPE(S)
O

II . FILE IS USED

^ DAILY O MONTHLY

12. FILE EOOMES INACTIVE AFTER
• MOMTH(8} • YEAR(S)

IS. CURRENT LOCATION!S) ( 14. IS

tlP

a YES

SERIES DUPLICATED ELSEWHERET
SPSCIPV AOSNCY OR OFFICE)

O NO

IS. ACCESS RESTRICTIONS • YES O NO
(IF VBB, CITB UA*(S) A RBaULATION(s)

IS. AUDIT REQUI

a NONE E S T A T E O FEDERAL a INDEPENDENT

17. IS AN INDEX SYSTEM
BRIBFLY AKO OBSCRI

a YES • NO

(IP VBS.BXPLAIN
ANY MAROBARK/SOFTWARE)

It. RrrENTION Retain for three
(3) years and
until all audit
requirements hav*
been met, then
destroy.

|l». NAME AND TITLE OF

Myles Carpeneto, Director of
Procurement Services

21. DATE

DCS 330-4 (REVI


